Splitting a PDF Document for Filing
Documents, attachments and exhibits larger than two (2) megabytes must be filed electronically
in separate two-megabyte segments, thus you must split the document. In this example, Adobe

Acrobat 1s used.

1. Open the PDF document to be split, then click on Document..
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2. Click on Extract Pages. (if using Adobe Acrobat Professional, click on Pages, then click
on extract pages)
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3.

Enter the page range for the 1* document.
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A new PDF document has been created and opened that contains the pages that have been
extracted with a new file name “Pages from (original file name).pdf”. (note the new

number of pages in this document at the bottom of the screen).
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5. Change the file name to describe this part of the split document. Click on File, click on
Save As, type in the new name in the File Name window, then click on Save.
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6. Repeat Steps 2 through 5 to extract and rename each remaining section.
(Step 2)
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(Step 3 - extracting)
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(Step 4 - new PDF document)
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Uniform Rule Number

Uniform Local Rules of Magistrate Judge Procedures Local
Rule Rule
Number Number

72.2 Other Duties of Magistrate Judges. 1.02

(a) Magistrate judges are also authorized to:

(1) exercise general supervision of civil and eriminal calendars, conduct calendar
and status calls, conduct informal hearings aimed at resolving discovery disputes, and
determine motions to expedite or postpone the tnal of cases for the distniet judges;

{2) analyze civil cases to determine an appropriate schedule; report findings to the
assigned district judge; and in complex and other selected cases, conduct conferences
at which a schedule for the completion of various stages of the Itigation will be
established, the possibility of early settlement evaluated and altemative dispute
resolution mechanisms considered;

(3) conduet pretrial conferences, scheduling conferences, settlement conferences,
omnibus hearings, and related pretral proceedings in land erminal cases;

{4) conduct arraignments in criminal cases not triable by the magistrate judge and
take not guilty pleas in such cases;

(5) impanel grand juries and, in accordance with FR Cr P 6(1) receive grand jury
retums;

{6) accept warvers of indictment pursuant to FR Cr P 7(b): ;I
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(Step 5 - give this section a new name and save)
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NOTE -  Your original document remains intact as a whole document
along with the split documents created for filing.
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